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Department of Navajo Veterans Affairs / Window Rock, AZ 

Accounts Maintenance Specialist

THE NAVAJO NATION

Department of Personnel Management

JOB VACANCY ANNOUNCEMENT

241981

09/19/16

09/30/16

DHR03712530

THE NAVAJO NATION GIVES PREFERENCE TO ELIGIBLE AND QUALIFIED APPLICANTS IN ACCORDANCE WITH THE NAVAJO PREFERENCE IN

EMPLOYMENT ACT AND VETERANS'  PREFERENCE.                                               

●      A high school diploma or GED, supplemented by college level courses in bookkeeping and/or accounting; and three (3) years of increasingly 

responsible bookkeeping or clerical accounting experience. 

Knowledge of basic business math; knowledge of bookkeeping practices and principles; Knowledge of public relations/customer service

principles, practices and techniques; Skill in preparing and maintaining accurate records, reports, and files; Skill in understanding and following

oral and written directions; Skill in utilizing computer databases to research, maintain, and update records and files; Skill in establishing

cooperative work relationships with those contacted n the course of work; promote proactive character, productivity and effective

communication.

(To receive full credit for education, certification, or licensure, transcripts, copies of degrees, certificates, and other appropriate 

documents must be submitted along with employment application.)

Under general supervision of the Loans Officer, perform but not limited to the following duties: Prepare Budget Status Reports and Expenditure 

Reports for Veterans Loan Program; make transactions, perform budget adjustments and transfers as needed; verify billing statements and 

prepare payments to vendors; compile numerical and statistical information for reports or financial statements; work with J.D. Edwards 

Financial Management Information System; network with Navajo Nation personnel to resolve any discrepancies; closely collaborate with Loans 

Officer, Loans Collection Officer and Administrative Service Officer; work with Dynamic Interface Systems Corporation LOANLEDGER system, 

record entries, ensure budgetary control by fund management utilizing appropriate fund code and sub codes, prepare and verify amounts and 

codes on various standard accounting entries, prepare documents and post debits/credits to proper accounts, balance and reconcile accounting 

records, review reports to identify sources of error or data input errors and make necessary corrections, perform statistical calculations for 

processing specialized information, reports and data into the LOANLEDGER; provide clarification and interpretation of Budget Instructions and 

Policies manual and other pertinent laws regarding fiscal matters; review and comply with Navajo Nation Procurement Laws; maintain various 

records pertinent to accounting processes or procedures i.e. cash receipts, cash deposits, property control records, accounts payable and 

accounts receivable, answer inquiries regarding work being performed and maintain a Records Management System.

Special Knowledge, Skills and Abilities:

DURATION :

AB58A

●      Favorable background investigation is required.  (If selected for the position tribal, federal and state background checks must be 

completed prior to employment at the applicant's expense).  

●      Possess a valid state driver's license and the ability to obtain a Navajo Nation Operator's Permit within 90 days of date of hire. 

●      Within 90 days of date of hire must obtain FMIS access and operational knowledge of the LOANLEDGER system

24,128.00

11.60

M - F

8 a.m. - 5 p.m. 
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